
INSTRUCTIONS See Publication No. 76-EM-1 for instructions on completing this form. Forward s ignd  original to 
Department of Archives and History, RecQrds Management Division, 330 Capitol Avenud, Atlanta, Gestgia, 30334, 
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_I___ FOR AGENCY ~~ USE 
pplication Date 

pplication Number 
I_~_ 

- 

~ ~~~ 

1.. Agency Address 

'State.Law Dept.-Highway Division 
132 State Judi,ci.ai. Bullding 
40 Capitol Square,' S.W. 
Atlanta, Gb 30334 

.-I.I ._ 
~~ ~ ___ 

FOR RECORDS MANAGEMENT USE 
-. 

Application Number 

B22- 337__ 
Date Received Date Completed 

Telephone Number 

. Action Requested f 
a, 181 Establish Retention Schedule; record will continue to accumulate. 
b. 
c. 0 Amend Application No. ~ I_ Checkone: fl Change; 0 Supercede; 0 Void 

Dispose of present accumulation; no further accumulation anticipated. 

. Dates of Series --rdrSeriet Title Ifollowed 6v title used in office: if different) 
Latest 

Highway Division - Department/Authori ty/Comission Files 
I_ -_ 

arliest 

. Division aqd Office Function What is the function of the Division and the Office in which this record series is  created? 
The Highway Division handles all of the'legal affairs for the DeFartment of 
Pxansportation. This includes property acquisition; contract preparatioh, 
zxqmination and, where necessary, litigation) representation in suits brought 
)y or against the DOT; and recovery of compensation for damage arising from 
:he unauthorized use of the State Highway System. The division participates 
in contract negotiation between the DOT and various Federal and State 
5gencies to accomplish the coordination necessary among such agencies, 
qlso prepares or examines hundreds of deeds, leases, easements and other leg2 
locuments for the DOT. The division also i s  counsel to all State departments 
m d  authorities on matters related to construction activities, including the 
3reparatJon or examination o f  Contracts and the negotiation or litigation 
If disputes arising out of construction contracts. 

It 

l_-l 

I. Record Series Description This file contains the following documents (include form numbersand ritles, ifany): 
Attach samples of the file. 

Documents relating to: providing legal services (reviewing contracts and claims, etc.) to 
State agencies ottier than the Department of Transportation, in matters not involving 
litigatfon. . C  

Correspondence, contracts, claims, releases, notes, research, etc, 
Included are: 

By Department/Authority/Commission; thereunder 
- .~ ~. % -~ .~ ~~ 

~~ 

Fileisarranged:/ Alphabetically by client ~ . .. .. 
~. 

~ .. . 

l_-.l 

1. Monthly Reference Rate How often are records referred to which are: 

One to six months old -I-o-; Seven to twelve months old A; Thirteen to twenw-four months otd L-;' 

b. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-size drawers ;Shelves ; Other (specify) 3 boxes . 

Gwive-months and older *: 3 ? 7 -~ -- 

~~ 

. -. 
~~ -. 
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~ , .  ~ ~~ ~~ ~~~ ~~~ ~ ~ - . .  . .  
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~ 

'ES - -+.>.- NO 10. Ouestionnaire (Place an "x" in the proper column) 
a. Is this the official copy of the series? 

If not. where is  it? X . 
b. Does the series contain ahfidential information requiring security handling? If yes. cite law or regulation. 

c. I s  this a vital record? 
d. Does this series have historical - or long term research value? 

X Attorney-Client Privileged Information 

.. ' A  
- 

o_cuments be scheduled seDarateld 

. . $The following requires the series to be kept: 
. .  

1. Retention Requirements 
, . .~  . . .  .~ 

years. 
5 years. 

a. State Law 
b. Statute of limitation years. e. Administrative need 
c. Federal law years. f. Federal refention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

years. d. Audit period . .  

. .  
I . .  - 

~ 

li~tigation' will develop from w y  of the ,'activities In these .files. 
~ These records must be kept for a sufficient period to determine whether . , 

Usually 
. .  , .  f i v e '  y e w s  4s suffici.ent, , 

. .  - 
12. Approved Disposition Instructions : This agency recommends that the file series be cut off a t  the end of each: ' z .  

B Calendar Year; '0 Fiscal Year; 0 Other -then, . . . . .  
.. . - , ,  . .  

.. . 

Q Hold in the current fi les area month(s) 2- yeads); then . .  

0 Transfer to  local holding area; hold yearb); then - ... .- 

81 Destroy. . .  . .  

0 Other /Specify) r -. 

. .~ 
gl Transfer to  State Records Center; hold L y e a r ( s ) ;  then 

0 Transfer to State Archives for permanent retention. 
. .. 

.. . 
,~ 

- ~. , .  1' . . 1  . .  . . ~  . 

... 

. .  

. .  

These instructions apply to  al l  prior and future accumulations of the series. 

State Records Committee (S&wtue) Date 
3ecommendations in para- 
lraph 12 are approved. 
rlf diapproved, attach letter 
>f explanation.) 

Attorney GeneraVDesignee 
R-50-74. R e v  7fi 


